
How to Add Users to a 

Provider Profile
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Overview

This webinar will provide information about:

Å Provider Login 

Å Provider Profile Functionality

Å Managing/Adding Users

Å Deactivating Profiles from a User

Å Changing Email Address 

Å Questions



Logging in and 

Adding Profiles to 

a User
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Login under Provider

Click Provider link under 

òLoginó 
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Provider Login

Click Provider Login
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OWCP Connect ID = Your Email

Remember that your OWCP Connect ID is the 

email address you used to register with OWCP Connect.
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Choose a Provider ID

You may have access to more than one provider.

Choose the one associated with your current task.



8

Provider Portal Profiles ðBill Processing

Choose the profile that allows you 

to accomplish your current task.
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Provider Portal Profiles & Functions

EXT Provider Bills Submitter

ω .ƛƭƭǎ ƛƴǉǳƛǊȅ

ω tǊƛƻǊ-authorization inquiry

ω 9ƭƛƎƛōƛƭƛǘȅ ƛƴǉǳƛǊȅ

ω hƴ-line Bills entry

ω hƴ-line batch Bills submission (837)

ω hƴ-line authorization submission

ω .ƛƭƭ ŀŘƧǳǎǘƳŜƴǘκǾƻƛŘ

ω wŜǎǳōƳƛǘ ŘŜƴƛŜŘκǾƻƛŘŜŘ ōƛƭƭǎ

ω wŜǘǊƛŜǾŜ ǎŀǾŜŘ ōƛƭƭǎκŎǊŜŀǘŜ ōƛƭƭ ǘŜƳǇƭŀǘŜǎ

ω ±ƛŜǿ ŀƴŘ ŘƻǿƴƭƻŀŘ ǊŜƳƛǘǘŀƴŎŜ ŀŘǾƛŎŜ όǾƛŜǿ ǇŀȅƳŜƴǘύ

ω {ǳōƳƛǘ ILt!! ōŀǘŎƘ ǘǊŀƴǎŀŎǘƛƻƴǎ όуотύ

ω wŜǘǊƛŜǾŜ ILt!! ōŀǘŎƘ ǊŜǎǇƻƴǎŜǎ όуорύ

ω /ƻǊǊŜǎǇƻƴŘŜƴŎŜǎ

EXT Provider Eligibility Checker and Claims 

Submitter

ω hƴ-line Bills entry

ω 9ƭƛƎƛōƛƭƛǘȅ ƛƴǉǳƛǊȅ

ω wŜǎǳōƳƛǘ ŘŜƴƛŜŘκǾƻƛŘŜŘ ōƛƭƭǎ

ω wŜǘǊƛŜǾŜ ǎŀǾŜŘ ōƛƭƭǎκŎǊŜŀǘŜ ōƛƭƭ ǘŜƳǇƭŀǘŜǎ

ω tǊƛƻǊ ŀǳǘƘƻǊƛȊŀǘƛƻƴ ƛƴǉǳƛǊȅ

ω hƴ-line authorization submission
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Provider Portal Profiles

EXT Provider Bills Payment Status Checker

ω .ƛƭƭǎ ƛƴǉǳƛǊȅ

ω ±ƛŜǿ ŀƴŘ ŘƻǿƴƭƻŀŘ ǊŜƳƛǘǘŀƴŎŜ ŀŘǾƛŎŜ όǾƛŜǿ ǇŀȅƳŜƴǘύ

ω .ƛƭƭ ŀŘƧǳǎǘƳŜƴǘκǾƻƛŘ

ω wŜǎǳōƳƛǘ ŘŜƴƛŜŘκǾƻƛŘŜŘ ōƛƭƭǎ

ω /ƻǊǊŜǎǇƻƴŘŜƴŎŜǎ

EXT Provider File Maintenance

ω !ƭƭƻǿǎ ǘƘŜ tǊƻǾƛŘŜǊ ǳǎŜǊ ǘƻ Ƴŀƛƴǘŀƛƴ ǇǊƻǾƛŘŜǊ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ǎǳōƳƛǘ 

modifications.

ω /ƻǊǊŜǎǇƻƴŘŜƴŎŜǎ

EXT Provider Super User
ω !ƭƭƻǿǎ Ŧǳƭƭ ŀŎŎŜǎǎ ǘƻ ²/a.t ŦǳƴŎǘƛƻƴŀƭƛǘȅ ŀǾŀƛƭŀōƭŜ ǘƻ tǊƻǾƛŘŜǊǎ 

except for setting up security profiles and maintaining/adding users.

EXT Provider System Administrator

ω tŜǊŦƻǊƳ ǳǎŜǊ ŀŎŎƻǳƴǘ ƳŀƛƴǘŜƴŀƴŎŜ ŦƻǊ ŀŎŎƻǳƴǘǎ ǳƴŘŜǊ ŀ tǊƻǾƛŘŜǊΣ 

including associating security profiles and approving user accounts.

ω wŜǘǊƛŜǾŜ ILt!! .ŀǘŎƘ wŜǎǇƻƴǎŜǎ

ω /ƻǊǊŜǎǇƻƴŘŜƴŎŜǎ
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Maintain Users

On the Provider Portal

choose Maintain Users

The System Administrator 

maintains the user accounts 

for the provider using the 

EXT Provider System 

Administrator profile. 
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Add a New User

Click the Add button
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Add a New User

Click the Add button

Fill in the form 

and click OK.

Enter the email 

address that the 

new user used to 

register with 

OWCP Connect.

Note: The User 

Type field does not 

impact the actual 

functions of the 

user. 
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Edit User Information

Choose a user to Edit or

Add profiles.
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Edit User Information

To change their profiles, 

click the Show button

Update information 

and click Saveê or

êand choose

Associated Profiles
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Add a Profile

To add a profile,

Click the Add button
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Add a New Profile to User

Only the profiles that 

are not yet assigned 

are available

Select a profile

and click the 

Move Over button

êthen click OK

Note: Adding the EXT Provider 

System Administrator profile allows 

the user to be an added system 

administrator to the providerõs profile.  
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Edit Profile Information

After all the profiles 

have been selected, 

click Approve.

Select to check the 

box(es) to the left of 

the profile(s) that 

have been added to 

the user.
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Edit Profile Information

To edit or deactivate 

the profile for a user, 

click the Profile Name
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Deactivate Profiles

Profiles cannot be deleted ðchange the Expiration Date 

to the current date to deactivate the profile for the userê 

then click the Save button.



Switching 

between Profiles
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Selecting Provider Portal Profiles

When logging in to the provider 

profile, you can select a profile to 

use during your session. You will 

only see profiles assigned to you.
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Current Provider Profile

Once logged in to the 

provider portal, the top of 

the home page identifies 

the profile that you are 

currently logged into.
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Maintain Users

Click on the current profile 

name to select another 

profile from the drop -

down. You will only see 

profiles assigned to your 

user account.
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Maintain Users

Click Yes to continue to 

use the selected profile.



Changing Email 

Address
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Maintain Provider Information

To change your email account 

with which you have registered in 

the system, click Change Email.

Note: Changing 

your email address 

does not change 

the password to 

the account. You 

will have to use 

the current 

password to 

validate the email 

address change.


